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Agenda

|- ARC eTravel Overview |

— eTravel Timeline
— ARC Implementation Approach and Roles
— FedTraveler.com Training
— Travel Preferences for Travelers
» FedTraveler.com End User Awareness
— User Accounts in FedTraveler.com
— Domestic Travel Process
— First Time User Log In and Profile Set Up

» Approver/Fund Certifier Training
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What is eTravel?

G

+ eTravel is a mandated program, part of the original E-
Gov initiatives outlined by the President, designed to
improve the internal efficiency and effectiveness of the
federal government.

* NASA selected FedTraveler.com, a GSA vendor solution
which is currently being used by other Federal agencies,
to provide a commercially-hosted travel solution that
provides end-to-end online travel services including:

— Built-in online booking engine (OBE) for travel reservations
— Ability to create travel authorizations
— Ability to create expense reports
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FedTraveler.com -
Process Changes

33.

o

{

» What are the features of FedTraveler.com that are different
from Travel Manager?

— Provides an end-to-end online travel system, including online
reservations

— Supports government travel policies and procedures
— Charges airfare to a centrally-billed account
— Provides the ability to fax receipts into the system

» While Travel Manager was a system NASA owned and
operated, FedTraveler.com is an eGov initiative. NASA is
paying for a service, not buying the application.

}EeTraveI March 2009
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What is the eTravel Timeline?

@

» eTravel will go live at ARC on April 8, 2009

* Live Labs:
— April 8-10, 10am-12pm, N241 /149
— April 13-24, 10am-12pm, N204 / 101A

» Travel Manager will be fully “de-commissioned” 3 months
after Agency Go-Live

Live Labs and
Stabilization
Training Support

/—/%
Februay | Ve Apil ] May | June |

Book travel beginning
on or before May 31
before Go-Live

Book travel beginning
after May 31 after
Go-Live

De-commission
Travel Manager
ARC Go-Live
April 8
}EeTraveI March 2009
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ARC eTravel Implementation
Approach and Roles

33.
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Implementation Approach
» ARC is using a centralized implementation approach

— All travel preparation and support will be conducted in the Central
Travel Office (CTO); travelers will have minimal responsibilities

Travel Roles
* CTO Preparers
Contracted staff, located in a central office under Code C

Create travel reservations, authorizations and expense reports on
behalf of travelers

Use the FedTraveler.com Online Booking Engine; if needed remote
Cl Travel Agents will be available

Trained in policy, regulations, system functionality

jEeTraveI March 2009 Page 6

ARC eTravel Implementation
Approach and Roles

@

« Travelers:

— Submit Travel Request Worksheet to Central Travel Office (CTO)
Preparers

— Sign expense reports

» Fund Certifiers (in Travel Manager known as Reviewers)
— Assigned to each 6-digit funded program

— Verify that the proper 6-digit funded program, internal order and object
class are being used

— Ensure adequate funding

» Approvers (in Travel Manager known as Management Approvers)
— Act as the travelers’ supervisors

— Review and approve travel authorizations with trip purpose, trip dates
and expenses

— Review vehicle size for justifications.
— Review and approve expense reports with receipts

jEeTraveI March 2009 Page 7
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Agenda

¢

 ARC eTravel Overview
— eTravel Timeline
— ARC Implementation Approach and Roles
— FedTraveler.com Training
— Travel Preferences for Travelers
» FedTraveler.com End User Awareness
— User Accounts in FedTraveler.com
— Domestic Travel Process
— First Time User Log In and Profile Set Up

» Approver/Fund Certifier Training
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FedTraveler.com User Accounts

@

If Travel Manager account is active...
« Traveler will automatically have a travel account created in
FedTraveler.com

+ Two separate e-mail notifications will be sent to all travelers with
member ID and password on April 8.

If Travel Manager account is not active...

« E-mail notification will be sent to travelers describing steps to request
a new Fedtraveler.com account within IDMax
(https://idmax.nasa.gov)

}EeTraveI March 2009
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In the FedTraveler.com log-in box, type your Member ID and initial PIN, then
click the log-in button to begin the process of obtaining your temporary PIN.

j)'seTraveI

FedTraveler.com E-Gov Travel FedTraveler.com Login FedTraveler.com Status

Service (ETS) i a comprahensive, FedTraveler.com is available for

end-to-end senvice to plan, book, Memperm [ ]
track, approve, and request PIN :

reimbursement for travel services

@ trevelPlanning and Expense

Reporting

@ onine Bosking Engine is availabls

Tortiglkederal efnployel Lointels  Forootyour PN Privacy Act
Latest News Policies & Programs Travel Planning Help & Support
. T IssuesRules e Domesfic PerDiemRales Airling Links o FedTravelercom Support
on Lithium Batteties o Airfare: City Pairs o Flight Tracker Center
. and hon- o Erivately Owned Yehicle * Security Checkpoint Walt T T
After Hours (POV) Mileare Rates Times —

Currency Converter

Tirme Fone Corerter
Alrport Delays
wieather end Mans
Department of State Travel

Senvices Defined Lodging: FedRooms
Eliers will have to pavto Federal Travel Requlation
check a second bag FTR:

FedTraveler.corm Joint Federal Travel

I Fee Updates Requlation (JFTR)
Effective through 111 142008« Travel Card: SmanPa

More,

March 2009
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First Time Traveler Log In and Setup

» New User page displays the first time you log in.
» Verify your e-mail address.

» Note the Social Security Number is populated with your Universal Uniform
Personal Identification Code (UUPIC). DO NOT CHANGE THIS FIELD TO
YOUR SSN!

« Click the Submit button.

j)'seTraveI

Log Oft
Welcome to FedTraveler.com

Welcome to FedTraveler.com, LAURA! Email and Social Security Mumber
(85N} are intregal parts of our system since eTickets and system notifications
are sent to you electronically. For this reason, we must verify that your email
address and SSN are correct. Please enter the email address that you use at
work 50 we can start the verification process. If the information is ot valid,
please log out the system and contact your System Administrator. Otherwise,
please proceed by pressing the submit button.

Page Help
Use this page to verify that

your Social Security Number
(33N) and e-mai address are
correct

1. 1f your -mail acress
is incorred, highiigrt it
and type inthe correct
e-mail atess

2. 1f your e-mail ackress
is correct, verify your
S3N.

Printable Job Aids Verify email address and SSN, then click 'Submit*
Firs and Support Email aseress: [laura sample@eds.com
How Ta" ssn: 200505151
L J
Submit
March 2009
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First Time Traveler Log In and Setup

Microsoft Internet Explorer

* Click the OK button.

‘_'.t_) Pleass verify that your smail addrass and SSN are corvect, Press OK I i is corract,

* The Confirmation page is
displayed, stating your PIN has
been refreshed and sent 10 yOUr ©- | eem—— 6o ovo0
mail address.

LAURA LIEBE your PIN bz besn refreshed. An s:mail has been zert o

+ Click the Continue menu option to
return to the Log-in page. You will
be automatically logged off of
FedTraveler.com. A new log-in syt i
page is displayed. BT

(571)283.3287
lee.martin@eds.com

laura.iebe@eds.com

The a-mail will expl

ogirto tha 3pplication and change your FIN

‘sl plesse contact your system adrinistrator or CAS rep for assistance.

» After you have retrieved your PIN
from your e-mail, return to the log-
in page.

jEeTraVB' March 2009 Page 12
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First Time Traveler Log In and Setup A

Type your Member ID and temporary PIN, then click the login button.

FedTraveler.com E-Gov Travel FedTraveler.com Login FedTraveler.com Status

Service (ETS) is a comprehensive, FedTraveler com is availakle for

end-to-end service 1o plan, book, MegEer 1D I ) @ TevelPlanning and Expense
Y ' Login
track, approve, and reguest _— = Eerdnd

reimbursement for travel services

@ onine Booking Engine is available
for the Federal employee

Losin Help  Foract vour PIN? Privacy Act
Latest News Policies & Programs Travel Planning Help & Support
» Transporation Issues Rules = Domestic Per Diem Rates ® Airline Links e FedTraveler.com Support

on Lithiurm Batteries Altfare: City Pairs Elight Tracker Center
+ Emergency and Mon- Erivately Owned Yehicle Security Checkpoint Wait
Emergency Aftsr Hours (POY) Mileage Rates Times

e FedTraveler.com Tutorial

Services Defined + Lodaing: FedRooms ® Currency Converter
 FEliers will have to pay to « Federal Travel e Time Zone Converter
check a second han {ETR] s Almpont Delavs
+ FedTravelercom = Joint Federal Travel « ieatherand Maps
Transaction Fee Updates Regulation (FTRY o Department of State Travel
Effective through 11/11/2008  » Travel Card: SmartFay Advisories
Maore.
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+ The “FOR OFFICIAL USE ONLY” and PRIVACY ACT NOTICE dialog box is
displayed.
» Click the OK button.

Microsoft Internet Explorer:

92 WARMING - This is & U.5. Federal Gavernment infarmation system that is "FOR OFFICIAL USE OMLY", Unautharized
\-H access is @ violation of U5, Law and may result in crimingl or administrative penalties, Users shall not access other
users” or syskem files without proper authority,

Absence of access controls 15 MOT authotization fior access! Information systems and equipment related to the
eTravel Service are intended for communication, transmission, processing, and storage of U.5. Government
information. These systems and equipment are subject ko monitoring by law enforcement and authorized officials.

Monikoring may result in the acquisition, recarding, and analysis of all data being communicated, transmitked,
processed, or stored in this system by law enforcement and authorized officials, Use of this system constitutes
consent: ko such monitaring.

PRIVACY ACT NOTICE This system contains information protected under the provisions of the privacy act of 1974
(Public Law 93-579). Any privacy information displayed on the screen o printed must be pratected from
unautharized disclosure, Emplovees who violate privacy safeguards may be subject ko disciplinary actions, & fine of
up ko $5,000, or bath, Click OF if you have read and understand the aformentioned statement.

jEeTraVB' March 2009 Page 14

First Time Traveler Log In and Setup ﬁ'
>

« The Personal Information page is displayed.

+ Review the information for accuracy and modify as necessary.
» Enter Default Airport Code.

+ All fields with a red asterisk (*) are required.

Personal Information: 225-11-0000

" First/MliLast Name |SHARON |TESTER

" Home Strest [100 MAIN ST

* City/state/zip/Courtry [WASHINGTON |DC -] jeooot  Jusa

" Hame Phone (202] BRB=G0X

Default Airport Code {40

=2 4)| iterms with the ' are requiredis*

jEeTraVB' March 2009 Page 15




First Time Traveler Log In and Setup

Financial Info Page.

Do not complete this page. ot |
Leave blank!

/
ok sveet | \

Bank Gity/State/Zip |

ABA Routing Humber

Bank Phone Humber

Account Type | CHECKIN

Account Number

Bank Web Address

pcbank com)

jseTravel

March 2009
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First Time Traveler Log In and Setup

The Employment Information page is displayed.

@

Review the information for accuracy and modify as necessary.

Enter alternate personal e-mail address for possible after hours contact.

— PIN REFRESHES WILL BE SENT TO THIS E-MAIL ADDRESS. DO NOT PUT
ANOTHER PERSON’S EMAIL ADDRESS IN THIS FIELD.

It is not required to fill out “Employee Type” and “Security Clearance”.
Do not click “block incoming e-mail messages”.

Employment Information
Joh Title

Office Address.
Office City/ StateiZip |

Room Number
AK 7]

Office Phane office Ext |

Office Fax |
Employee Type | Security Clearance I None j'
* E-Mail Address. |

Alternate £ Mail Address |

™ Click here if this is an invitational traveler

I” Click here to block incoming email messages from FedTraveler.com.

=+ All items with the * are required *=

March 2009
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First Time Traveler Log In and Setup

» The Credit Card Information page displays.
» Review the information for accuracy and modify as necessary.
» A valid Government Travel Card (also called an Individually Billed Account,
IBA) or Personal Credit Card is required.
« Toindicate Government Travel Card usage, check off everything but Flight.
— Note: Flights will be to the Centrally Billed Account.
+ Click the Submit button.

User Credit Card Information
Nzme on Credit Card:
Account Number.
Credit Card Type: | Select a Credit Card Type =
Expiration Date l—
Immiddiyyyy)

Credit Card Category: |Se|e:l a Credit Card Category j

Indicate document credit card usage(s):
™ Fiight

Rail
™ Lodging
I venicle
Submit Delete | Clear
jEeTravel March 2009 Page 18

First Time Traveler Log In and Setup

@

Your PIN is required to meet the following criteria:

+ Enter the temporary PIN

in the old PIN field &
create/confirm the new PIN.

Must he atleast 8 characters.

Musthe less than 17 characters

First and last characters must be alphabetic

Must consist of a combination of alphabetic, numeric and special characters.
Special characters are | @#FF &7 ()= =

0 0 00 o0

» Answer the two Security

Questions needed to refresh
your PIN using the FORGET 0ld PIN

YOUR PIN? Link on NewPN [
Fedtraveler.com homepage. Confim NewPIN [

PIN example: ABC#1237

+ Click the “Click here to save Save User Profile
profile” button.

Modify Security Questions | Answers

Security Questions Security Answers
IWhalwasthe first concertyou attended? j |
IWhal city does your nearest sibling live in? j |

The following characters are not allowed in the security answers: <> @& %";

jEBTraVBI March 2009 Page 19
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PIN Requirements

Requirements Allowable Special Characters

PINs are case sensitive. | Exclamation Point
PINs must be at least 8 but no more than 16 @ Atsign

characters and a combination of alphabetic, numeric, | # Pound sign

and special characters. $ Dollar sign

The first and last character must be alphabetic, e.g. A Caret

P@sswOrd. Numbers are not allowed in these & Ampersand (And) sign
positions. * Asterisk

PINs expires in 90 days or less depending on your
Agency'’s default setup.

Open Parentheses
Close Parentheses
Less Than sign

Greater Than sign

No more than three identical consecutive characters
in any position from the previous password.

vV A — —

PINs may NOT contain

e Any dictionary word in any language

e Any proper noun or the name of any person, pet, child, or fictional character

¢ Any employee serial number, Social Security number, birth date, phone number, or any information that
could be readily guessed about the creator of the password

e Any simple pattern of letters or numbers, such as the keyboard pattern, “qwerty”, or “xyz123”

e Any word or name spelled backwards or appended with a single digit or with a two-digit “year” string,
such as “98xyz123”

jEeTraVBl March 2009 Page 20

First Time Traveler Log In and Setup (Y%

>

* You MUST accept the Rules of Behavior (RoB) in order to access
FedTraveler.com

« All users are required to accept the RoB annually.
Rules of Behavior

1. INTRODUCTION =
The following Rules of DeRavior shall be followed by all users of CedTraveler eTravel
ServicRs (RTS) with respert tn its individual compnrents. The @TS will be 2 Uniter Staes
Federal Government camputer service that is "FOR OFFICIAL USE ONLY." The service shall
be subject to monitaring; therefore, no expectation of privacy shall be assumerd. Indiiduals
70U PETMMING UNALENOrIZer aCtvIties are SUDJEct to discpinary actan Inciuding criminal
prosecution
The rules delineate responsibilities of, and expectations for, 3l individuals with user accounts
0 be established for e e 15 service. Non-compliance of tese rules may resuit in denial of
access ta the service andéor other actions that are commensurate with the non-compliance

«
+ Select the “I have read and L
he RoB” radio b FeaTraveler users snall obey ine following access rules
accept the RoB” radio button at
the bottom Of the screen * Do not retrieve information for someane who does not have authority to access the

10 KnGW Tor el G3A JoBs
. . DU UL LSS , S, Ut AN Aty sk accuuri, T, ey, L, U fecund ol
. C| |Ck the Subm it bUttO n. required to perform your OFFICIAL tuties
+ Do 0t store sensitve fles on & P hard diive If access to the P or les cannst be

prysically or tecnnicaly imitect
2.1 Account Registration
2.2 Logging on To The system

Allusers shall Nave & uricue User I3 entiication/Aceourt naime and password, Access shall

e grantert skl an AUNERcANNg e ALCRLNT nAMR AN passwnr enteren by the ser o

 Inave reac and accept the Kules of Benavior
1o NOT acceptthe Rules of Behavior

Submit

jEeTraVBl March 2009 Page 21
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Access/Update Travel Preferences

tineraries.

Perdiem Rates

Page Help

From the Organizer page
¥ou can

& Access your My
Travel Desktop,

where you can
review a list of your
Travel Documents
and create new
Travel Documents.

Review and update
‘your User Profile and

Printable Job Aids
FAQs and Support

"How To"

fseTraveI

Organizer

Welcome BRENT. February 19, 2009

My Approval Desktop

You have 4 document(s) for approval. Go to My Approval Desktop

My Travel Desktop

? You have 0 document(s). Go to My Travel Desktop

You have 0 retumed document(s). U= 7% ik 1o request, scoess, and medify

nse vouchers.

My Travel Profile

Chy
r ﬂ Access / Update User Profile and Travel Preference

Help and Support

FedTraveler.com Support Center

Refresher Web-Based Training (WBT) Course for Approvers
Refresher Web-Based Training (WBT) Course for Travelers
Latest Traveler News & Svstem Enhancement Announcements

March 2009 Page 22

Access/Update Travel Preferences

Personal Information
Financial Information

Employment Information

Credit Card Information

Save Profile
Change PIN

Organizer
I

Use this page to review your
personal infarmation for
accuracy and modify it if
necessary.

Required fields are highlighted
in yelow and marked with a red
asterisk ().

Printable Job Alds
FAQs and Support

“How To"
I

fseTraveI

User Profile

Any changes made to this page will not be saved in the User Profile until the
user goes to the last page in this section via the "Save Profile” link, enters
their PIN and clicks the "Save” button.

Personal Information it
“Member ID TRHZ31@NASA

*First Widdle Last name [BRENT [ [amES

“Home Strect address 1123 RODMAN DRIVE
“City State Zip Country [HUNTSVILLE AL ~|[s5788  [usA

*Home Phone |(256) 123-1234

Default Airport Code |HSW ROB Acceptance Date: 2/4/2009

All items wvith the” are required!

QA 1d:-FTTRN231NASA

March 2009 Page 23
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Travel Preferences Menu Bar

m Rental Car Hotel My Travel Info

Menu Option Use this option to...
Air Enter your frequent flyer membership information.
Rental Car Enter your preferred car rental company information or frequent renter
discount.
Hotel Enter your preferred hotel chain information or frequent guest discount.
My Travel Info Add a passport travel document and emergency contact information.

Delivery & Home Address are carried over from the User profile, please verify

this information
jEeTraVBI March 2009 Page 24

Access/Update Travel Preferences g

To update the airline
information:

.pe Airline Rental Car Hotel My Travel Info
+ Select the Airline tab
Airline Name Frequent Flyer Number Action
Click the Add Airline b —
+ Click the irline button
to SeleCt the airline name from Only upto & airline frequent flyer programs are allowed. Add Airline
the drOp'dOWn list and type Airline Seating Preference: m
your Corresponding frequent Airline Meal Preference: No Preference 'I
flyer number.
Save Preferences
» Repeat the above step to add
more Frequent Flyer
memberships.
+ Add airline seating and meal
preferences.
+ Click Save Preferences when
complete.
jEeTravel March 2009 Page 25
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Access/Update Travel Preferences

To update the car rental
information:

» Select the Rental Car tab.

+ Click the Add Agency button
to select a rental car company
from the drop-down list and
type the corresponding rental
car company membership
number.

* Repeat the above step to add
more rental car memberships.

+ Add rental car special
requests in order of
preference by using the drop-
down boxes.

« Click Save Preferences when
complete.

jEeTravel

Airline Rental Car Hotel My Travel Info

Only upto 6 rental car agency programs are allowed. Add Agency |
Rental Car Special Request: W
Rental Car Special Request: lm
Rental Car Special Request: lm

Save Preferences

March 2009 Page 26

Access/Update Travel Preferences

@

To update the hotel
information:

» Select the Hotel tab.

+ Click the Add Hotel button
to select from the drop-
down list and type the
corresponding hotel
membership number.

* Repeat the above step to
add more hotel
memberships.

» Add hotel special requests
in order of preference by
using the drop-down boxes.

» Click Save Preferences
when complete.

jEeTravel

Airline Rental Car Hotel My Travel Info
Membership Number Action
Only upto 6 hotel membership programs are allowed. Add Haotel

Hotel Special Request: 1stPreference 'I
Hotel Special Request: 2nd Preference 'I
Hotel Special Request: 3rd Preference ‘I

Save Preferences |

March 2009 Page 27
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Access/Update Travel Preferences

To update the hotel

information:
Select the My Trave| |nfo tab Airline Rental Car Hotel My Travel Info

Document button to add a Only 1 passport entry and upto 3 visas are allowed. Add Travel Document |

passport number to your

Please enter the name and contact information of a person who can be reached in the

accou nt. event of an emergency.
« Add the contact information First ame.
for an emergency contact. Last Name:
1 o
+ Click Save Preferences fetepnons Humber
When Complete Country: |Se\ectCountry j
Save Preferences
jEeTraVBl March 2009 Page 28

ARC Domestic Travel Process

@

1. Traveler/Admin initiates travel by obtaining the Travel Request
Worksheet (TRW) from http://cfo.arc.nasa.gov/travel.html and
submitting it to ARC-CTO@mail.nasa.gov following these
guidelines:

— E-mail subject line: Org Code — Date - Traveler Name
(example: Code CS — 031709 - J. Doe)
— Send the e-mail with “High Priority” (!) if travel is within 48 hours

2. Central Travel Office (CTO) reviews TRW and returns it if traveler
name, trip dates, location or accounting information is missing.

3. CTO Preparer prepares Travel Authorization and books
reservations.

4. Traveler receives e-mail from FedTraveler.com with link to view
itinerary.

5.  CTO Preparer sends an email to the traveler and Admin, if
applicable, requesting confirmation of the itinerary within 48 hours.

jEeTravel March 2009 Page 29
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ARC Domestic Travel Process (cont’d) INASA)

10.
11.

Traveler or Admin contacts CTO Preparer to confirm the planned
itinerary.

CTO Preparer submits Travel Authorization for approval.
Approvals are made by fund certifiers and approvers.

Traveler receives e-mail from FedTraveler.com with itinerary and
travel information prior to travel.

Travel takes place.
Within five days of travel completion, traveler submits the Expense

Report Worksheet from http://cfo.arc.nasa.gov/travel.html
to ARC-CTO@mail.nasa.gov following these guidelines:

— E-mail subject line: Org Code — Date - Traveler Name
(example: Code CS — 041709 - J. Doe)

— Receipts over $75 (including all hotel and rental car receipts
regardless of cost) are to be submitted to ARC Central Travel
Office via fax (650-604-6082) or mail (MS 203-14).

— All original receipts should be retained by the traveler for 6 years
and 3 months per US Federal Travel Regulations.

/=eTravel March 2009 Page 30

@

ARC Domestic Travel Process (cont’d)

12.
13.

14.

15.

16.

CTO Preparer creates the expense report.

CTO Preparer e-mails the traveler to indicate that an expense
report is ready for review.

Traveler logs in to https://www.fedtraveler.com to review and
electronically sign the expense report.

Expense report undergoes approvals by fund certifier and
supervisor followed by processing by the NSSC.

Traveler receives reimbursement from the NSSC.

jEeTraVB' March 2009 Page 31
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Travel Request Worksheet

Mational
T PRE-TRAVEL
Space. AUTHORIZATION WORKSHEET
Administration
TRAYELER INFORMATION afcis! orlegal nam e anly
TEAVELER EWAIL ADGRESS e EERTT FRVIG ORG GO0ER]
vasa gov
ALTERTE EA AORES e T
] seno copy To rocmTERRATER
e R TR W =
-
TRAVEL INFORMATION
7 e e Tooens
oaTe | oepant From AENETO | preriices | enieeiiCes comenTs
e e oS e s cownETs
e ¥
¥ -
w =
. =
- -
¥ pr
- -
- e— FES OO B
SPecL s ST CATION FATERMDUTETE, Fimsn ey T [ —T—
S Tt )

[ACDTORAL COMMENT

ARG (FEE2008)

}EeTraveI March 2009
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Travel Voucher Worksheet

Mational
Aaronautes ana TRAVEL VOUCHER WORKSHEET|
Adminiz & ation
TRAWEL ER INFORMAT ION
|TRAVELER E-MAIL ADDRESS HAME. |ORG PHONE PAYING ORG CODE(S)
EXFEMSES EXFENSES
e e v | e e s

MR R R R R R AR AR AR AR AR AR AR AR AR AR IR

TOTAL

[ADDITIONAL COMMENT

ARCEE0 (MAR2008]

}EeTraveI March 2009
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 ARC eTravel Overview
— eTravel Timeline
— ARC Implementation Approach and Roles
— FedTraveler.com Training
— Travel Preferences for Travelers
» FedTraveler.com End User Awareness
— User Accounts in FedTraveler.com
— Domestic Travel Process
— First Time User Log In and Profile Set Up

» Approver/Fund Certifier Training

jseTravel March 2009
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Authorization Approval Flow

@

Travel Preparer Signs Fund Management
Authorization Certifiers Approvers

Final D ic A
Authorization - Approvers - ynamic Approvers
is Complete (ARG Travel (if necessary)
Office) * Responsible for actual
necessary expenses and
foreign travel approval
jEQTrave[ March 2009

Page 35

18



Expense Report
Approval Flow

Travel Preparer Traveler Fund Certifier
Completes Expense - Reviews and Reviews and
Report Signs Approves
NSSC
Traveler Performs Supervisor Reviews
Receives _ Audit and then _ and Approves
Funds Processes
Funds
jEeTraVBl March 2009 Page 36

E-mail Notice for Approval

From: postoffice@FedTraveler.com
[mailto:postoffice@FedTraveler.com]

Sent: Tuesday, February 17, 2009 2:52 PM

To: Joe Approver (ARC)

Subject: Document Approval for DANIELLE GRIFFIN

You have a Travel Authorization to approve.

Document #: NASA2222018XXXST50003036

Traveler: DANIELLE GRIFFIN

Reason for Approval: You are in the standard approval chain.

To approve this document go to
https://www.fedTraveler.com/travel/.

jEeTraVB' March 2009 Page 37
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E-mail Notice for Approval

From: postoffice@FedTraveler.com
[mailto:postoffice@FedTraveler.com]

Sent: Tuesday, February 17, 2009 2:52 PM

To: Jane F. Certifier (ARC)

Subject: Document Approval for DANIELLE GRIFFIN

You have a Travel Authorization to approve.

Document #: NASA2222018XXXST50003036

Traveler: DANIELLE GRIFFIN

Reason for Approval: You are the fund certifier.

Line # 1:22_.136905.10.10.80.20.10_ESAX22008D"0000000

~21217FC500011

To approve this document go to
https://www.fedTraveler.com/travel/.

)éeTravel March 2009

The Approver’s Organizer Page

Organizer

Welcome LAURA

Schedules

tineraries

My Approval Deskto
Perdliem Rates AEED g

Meszage Board

March 12, 2008

You have 2 documenti(s) far approval Goto My Approval Desktop

)

Page Help
On this page:

My Travel Desktop

Travelers can access User
Profiles, Travel Preferences,
Schedules, and tineraries

" trawel plan zuthorizations and expense vouchers.

” You have 1 documentis) G0 to My Travel Deskiop
I You have 0 returned document(s) Use this link to request, acesss, and modify

and see hovw many active
travel documents you have
Click the appropriste
hyperlink to g to the My
Travel Deskiop page where
you Can vigw a list of these
documents and begin to
create ne: Travel

My Travel Profile

9 B e AccessfUpdate User Profile
ﬂ e AccessfUpdate Travel Preferences
1

Prirtable Job Aids
Help and Support

Qnline Help
EedTraveler.cormn Supnort Center

FAQs and Support

"Howe To"

Latest Traveler News & Systern Enhancement Announcerments

.
.
s FedTraveler.corm Tutorial
.
.

EedTraveler.com Release Motice and Schedule

)éeTravel March 2009
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Reviewing a Travel
Authorization

FREtlrm to Organizer IVI y Ap

I Sclect a Docun

Page Help

Use this page to open &

Travel Document to approve Do

& Selectthe radio
buttor riest to the
Travel Document to
approve and then
click the Open
Document to Approve

il

Onthe Approval
Page, revisw the
Travel Document

Printabis Job Aids

FAGS and Support

"Hew Ta'
I

el EDSTESTTEAMZZZZ08
n00g34

proval Desktop

nent from the list, then choose an Action below:

My Appravals Wiy Past Approvals Wty Travel

cument Number Final Destination

EDE%TEEESSWEAMZZZZUE Travel Auth. COMSORTI R AWa\IIngAnnr?\qa\ ﬁiH\CAGO HEIGHTS,

Apnproval Level

Awaiting Approval
Travel Auth.  CONSORTIR Approval Level 1 FRESMNO, CA

Total Documents: 2

Wty Archive

Begin Dat
0510612008
01072005

Choose an Acti

Open Dosument to Approve

jseTravel

March 2009
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The Approval Page

See a complete summary and who prepared the document:

Approve Documert
Return Documert
e Printout

e Justitication

Document History

Edlit Financial Details
Document Messages
Return to Desktop

EMTER PIN

Use this page to view and -~
manage Travel Documents
anacaiting appraval.

1. Mote any alerts that
sppear in the
Document Details bosx
2. Review the Trawvel
Crocument detsils,
sehlish Ery
depending on the
type of Travel
Document e

Frintable Job Aids
Fads and Support

REER

Approval

Expense Report NASA76GGCAOXXXST20000412
Approwal Lewel #1 You are the fund certifier. [FE_GGECAD_EMPLOYEE]
Traweler's Name EDWARD TRAVELER
Destination TAMEA, FL
Durstion 04/01/2007 - 04022007

Furpose ATTENDOING A CONFERENGE AS AN AUDIENCE MEMBER
FOR THE BENEFIT OF NAaSA

Estimated Cost

| rccoumtnn st 3T,
(=5~

F2E

7E_016266.07.01.06_ESAXZZ0070
FTEAACOD ~2121~FCO00000 =t s

¥E_015265.07.01.06_ESAX2Z007D

AFEAACDD A21217FCO00000 L AL
o e —— w000
L P e Transmction Fe= 3000
S e Tarpormnon 4000

Actuml Cost
Lass Certrally Bill=d

Less Transaction Cost

Amount Dus Traweler

Traweler's Commerts
Mo Comment

Approwver's Commeants

(]

$azz

cati

$135

£

=7

oo

oo

oo

oo

sa

oo

jseTravel

March 2009
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Document Summary
for Approval Review

. FeodTraveler.com

Back | ExpandAll | CollspseAll ViewReceipts TransactionFees PrintForm _Print

IDocument Number: NASA21AAAAATRNXXX0000141
Traveler: JEFFREY AMES Alternate Preparer: BRENT AMES
'AMES RESEARCH CENTER AMES RESEARCH CENTER
arc-etravel-training@mail nasa gov (Email) arc-etravel-training@mail. nasa.gov (Email)
Trip Start Date: 05/25/2009 Estimated Meals Total.  $122.50
Trip End Date: 05/27/2009 Estimated Lodging Total 5295 uo
Estimated Total:
Comments: test meeting
@ Travel Details
Other Expenses Summary
Total Number Of Expenses 1
@ Expense Details
= =
Accounting Summary
Estimated Cost: $420.50
CBA Amount: $18.90
@ Accounting Details
e e e
-
/=eTravel March 2009 Page 42

Approve Docuhert

Return Document

i Printout

i Justification

Document Summary:

Documert History

Edit Financial Detsils

Document Messages

Return to

Page Help
Use this page to view and 2
manage Travel Documents
aneaiting spproval

1. Mote any slerts that

2. Review the Travel
ccument detsils

s
type of Travel
Documert ==

Printable Jokb Sids

Facs and Support

“Heres To"

The Approval Page

Approval

Expense

port  NASA76G OXXXSTZ20000412
Approval Level #1 You are the fund cartifier. [76_GGECAD_EMPLOYEE] <
Trawalar's Name EDWARD TRAVELER ]
Destination TAMPA, FL
Durstion 04012007 - 04032007

Furpose ATTEMDING A COMFERENCE AS AN AUDIENCE MEMEER
FOR THE EENEFIT OF NASA

Esti mated Cost $423 57

| Lecrrina E2fizs [vmnce [miocaen |

¥E_015265.07.01.06_ESAXZZ0070

~TEAACOD N2121°FCO00000 B SO:0D: SR
76_015265.07.01.06_ESAXZ20070

FTEAACOOD ~2121~FCO00000 Mesls EASHEL CAISLHER
76_015265.07.01.06_ESAX220070

ATEAACDD A212 17 FCO00000 Bettalitar 000 2=C0
7E&_015265.07.01.06_ESAXZ20070

O oo Transaction Fas $0.00 $10.5a
7&_016266.07.01.06_ESAXZ2Z0070

e e e S Transportation $0.00 $2.00

Actuml Cost $402.00

Less Cartrally Eilled $z.00

Les= Trans=ction Cost $10.64

Armourt Dus Trasalar $401.00

Traweler's Comments
Mo Commert

ApErowar's Cormmants

fseTraveI

March 2009 Page 43
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Travel Authorization Alerts

Alert Description

$ Indicates that the amounts in the Financial Details box show a negative

balance — the Expense Report total exceeded the available funding. This
balance shows the FedTraveler.com budget or checkbook balance. This
may not be aligned to the financial system’s balance. Please check with
your Agency business policies to obtain your current procedures for
checking funds availability.

Indicates that a justification has been entered by the Traveler. When this
alert appears, the View Justification menu option also appears.

(-

FrrT] Indicates that personal leave is included in the trip, meaning one or more
Prrt days included in the document do not qualify for per diem reimbursement

T
-
-

Indicates that the Traveler is an Invitational Traveler, traveling for a specified
Agency even though not an employee of that Agency

e

) Indicates that the Traveler charged a portion of the trip to a centrally billed
@ account (CBA)

/=eTravel March 2009 Page 44

Editing Financial Details

@

* From the Approval page, select the Edit Financial
Details menu option

+ Click the EDIT hyperlink next to Accounting String you
want to modify

+ Use the Select Values buttons to modify or populate the
required fields

+ click the Submit Accounting String button to save your
changes and return to the Financial Summary page

 Select the Return to Approval menu option to save your
changes and return to the Approval page

EeTraVE| March 2009 Page 45




Financial Summary Page

Submit Document
Hold Document
Document Messages

Return to Plan

Page Help
Use this page to view and
et your Summary of
Experniss Cateories

& Edit expenses under
Summary of Expense
Categories by clicking
the binacular icon
nest fo the expense

)

To modity an
Accounting String,
click "Eeft* next to the

Prirtable Job Aids
FAQs and Support

“Hawy To"

)éeTraveI

Financial Summary

Doc. Number: NASA7EGGCARGHSTZON00894

Enter your trip allocations, then if desired, choose an Action below:

&1 Summary of Expense Categories

Estimatad Total $10167

rvarce| |

Previous Advanoe(s) $0.00
Total Advance $0.00

[Enter Your Trip Allocations © $ By Dollar @ % By Percent (View Ally

Agsaurting String $Amount % Parcant

&1 SELECT_A_VALID_ACCOUNT_CODE ~ooooooo “oooo*Fcooooon 10167 |[100.00 (?)
=l Jlooo o [ ea |
&l Jlooo oo [
&l Jooo  Jooo [ Ea |
=l Jooo oo e ]
| Jooo oo [Esw ]

gemled the advance type from the list box, and then select the calculate
utton.

(o sovence ) (oo

Choose an Action:

Clear Allocations

March 2009

Page 46

Accounting String Setup

Return

)éeTraveI

FUNLITS o mny | CUGL NS uwa | SuppVILLEIMEI | LUSUGG Eitidiah

Accounting String Setup
@ evickn )

Enter/Select Values for each Element then choose an Action below:

Create Accounting String:

Select Urgamzanun.| KENKEDY SPACE CENTER SIT2 v ‘

Acoount Code | //Select Value \| [76_015285.07.01.06_ESAX22007D | Requirec
Funding Orgfl  Selectvalue  [\7EaacoD | Feapuined]
Object Class: SelectWalue 2121 Required

Function Code electWalue, Required

Choose an Action:

Clean Accounting Sting | [ 5ubmit Ancourting Sing

March 2009

Page 47
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;L

b

» To open an expense report, select the radio dial for the expense report
that needs to be signed. The status will be “On Hold”.

» Select “Document Control Options” to see a detailed summary.
+ Select “Open Document” to sign the document.

Signing an Expense Report

3 https:Huat.fedtraveler.com - My Travel Desktop - Microsoft Internet Explorer

FedTraveler.com

Organizer | UserProfile | Policies & Planning | Print | Help | Tutorial | SupportCenter | Logout

—— My Travel Desktop

New Travel Autherization
Select a Document from the list, then choose an Action below:
Local Expense Report

iy Travel My Archive
Sponsorect Travel

(oo | - e m Final Destination | Begin Date m
e
T © MEATOCGONDNST.  wiam | TALORL | mwms | HUNGVLEAL | Owsaot

O Dbopage OOET Travel Ath. (SPN) TAYLOR L Approved  HUNTBVILLE, AL 030172004
NASATGGOCADXET2:

Expense Report  TAYLOR L Complets  BELFAST, FC 0271612004

Use this page to manage
your exdsting travel

Expense Report  TAYLOR L on Hold TOKYO CITY, FC 02/11/2004

e e i TravelAuth TAYLORL Approved LONDON, FC 0210512004
ravel documen from
th takl and then

®
o [ TravelAuth TAYLORL Amended  PARIS, FC 0210112004
O

ity 2 st NASATECOCAD Trawelhun  TAYLORL Incormplets  PARS, FC ou01/2004

o Navgetetotnectof O NAsaTEseCAD Travel At TATLORL Amendes  HUNTSVILLE.AL 012712004
SR
e

Printable dob Alds

Total Documents: 76

" Choose an Action:
FAGs and Support

[ custwmeroot ] [ SocumenConamion ]

jEeTraVB' March 2009 Page 48

Signing an Expense Report

» The Expense Report page shows a summary of your travel expenses.
» Click Complete Report once expenses are confirmed.

Expense Repor] T
p Begin Date: 11/15/2006
@ p Travel Dates Trip End Date: 11/16/Z006
Comments
" ASATEGGCANOHIT20000305
e Auth. Number: 400333525
Justifications
Return To Desktap ‘Summary of Expenses ftemized Expenses
N Totsl LODGING  $0.00 EDIT  MEALS 114572008 $61.50
Total MEALS $123.00 EDIT  RENTAL CAR 114572008 $12.00
Page Help Totsl OTHER 000 EDIT  MEALS 114872008 $81.50

Usethis page o = Total RENTAL CAR $1200 €0 Fagels] 1
viewmodify your expense
oy Total TRANSACTION FEE  $10.64
Total TRANSFORTATION $20.00 EDIT
Use "Splt to Card" box to

Less Gertrally Billed 62000

direct porfions of your
reimbursemert directly to
the institutian that issueel
your Government Crecit
Card

Itemized Daily
Total $135.00
Transaction Fee (Nonexpense] 1054 Expenses

I

Modiify temized Expenzes [
Printable Job Aids Summary of
— Expenses
FAGs and Support
“How Tal
e

jEeTraVB' March 2009 Page 49
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Signing an Expense Report (contd) &

Click Submit Document when ready to confirm the accuracy of this report.
You are next prompted by a dialog box to certify the Expense Report.
After the expense report is signed, the My Travel Desktop page is displayed

showing the Expense Report with a status of “Under Review.”

A . .
Financial Summary

 Suom vocurent >)

Hold Document

Don't Save Doc. Number: NASAZ1AAAAATRNXXX0000140

Enter your trip allocations, then if desired, choose an Action below:

1 Summary of Expense Categories

Accounting Strings. Total $234.72
(Hon Expenses) $10.72
Accounting String,
select the Edit bution
next to the Due Traveler §224.00

Accounting String and
select the Modify

Enter Your Trip Allocations @ $ By Dollar % By Percent

__e_Toadd an Accounting__

Frintable Job Aids it s S AR 3 Rerosnt
E - [@[21123456.01.01_ESAX22009D"21AFA"2111"FC000000 J3s472 10000 Ea
peeown s o Jooo—Jooo Eat
How To = o0 Jooo x|
| oo Jooo _Ex |
| oo Jooo Edt
| Jooo oo Edt
EeTravel March 2009 Page 50

Approval of Expense Report

My Approval Desktop

Select a Document from the list, then choose an Action below:

My Approvals My Past Approvals My Travel
Document Number oc Type Traveler Status

NASA2TAAAAATRNIXX TRAVEL Awaiting Approval
0000155 AUTH. ——— Approval Liwel 1 SPOKANE, WA
MASAZTAAAAATRINIX TRAVEL Awaiting Approval
0000153 AUTH. AMES J Approval Level 1 | TOUSTON, TX
MNASA21IAAAAATRNIX EXPENSE Awaiting Approval
0000027 REPORT ~ AMESA Approval Level 1 DENVER. €O

Total Documents: 3

Choose an Action:

COpen Document to Approved:
—

jseTraveI March 2009

My Archive

05/08/2009 -
03/20/2009
02/18/2009

Page 51
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Return Document

e Printout
g ustification
COCUment SUmmar sy
Document History
Edlit Financial Details

Document Messages

Return to Do

< Approval Lewel #1
Traweler's Hame
Destination

Durstion

Purpose

|
) [e=mirasra s R
=3

¥E_015266.07.01.06_ESAXZZ007D

ATEAACOD 221241 ~FCOO0000

¥E_015265.07.01.06_ESAX2Z007D
A¥EAACOD A2121°FCO00000

Use this page to view and
manage Travel Documents
anacaiting appraval.

1. Mote any alerts that
sppear in the
Document Details bosx

2. Review the Trawvel
Crocument detsils,
sehlish Ery
depending on the
type of Travel
Document

Frintable Job Aids
Fads and Support

“Howe T

Mo Comment

Approval

FE6_015265.07.01.06_ESAXZZ007D
AFEAAGOD ~21215FCO00000
FE_015265.07.01.06_ESAXZZ007D
ATEAACOD AZ1210FCO00000
-~ 76_015265.07 01.06_ESAXZZO07D
AFEAACOD ~2121°FCO00000

Wou are the fund certifier. [FE8_GGECAD_EMPLOYEE]
EDWHARD TRAVELER

TAMEA, FL

04/01/2007 - 04032007

ATTEHDING A CONFERENGE AS AN AUDIENCGE MEMEER
FOR THE BENEFIT OF NAaSA

™ |

(]

Estimated Cost

Ledging $0.00 F2E4.00
heals $0.00 $135.00
Rertal Car $0.00 $2.00
Transaction Fee £0.00 H10.54
Transportation $0.00 $z.00
Actuml Cost $ao0s.00

Less Certrally Billed $2.00

Le=s Transaction Cost $10.5a
Amount Oue Trawveler $a01.00

Traweler's Commerts

Approwver's Commeants

jseTravel

March 2009 Page 52

Questions?

jseTravel

)£eTravel

March 2009 Page 53
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